
Town of Lexington, MA Residential Data Collection Manual    

 

This document is considered a ñPublic Recordò.    Fiscal Year 2018 

1 

 
TOWN 

OF 
LEXINGTON, MA 

 
 

RESIDENTIAL PROPERTIES 
 

DATA COLLECTION MANUAL  

 

FY 2018 
 

 

 

 

 

 

 

 

Robert F. Lent  Director of Assessing 

Michael E. Golden Assistant Assessor/Residential Field Manager 

 

 



Town of Lexington, MA Residential Data Collection Manual    

 

This document is considered a ñPublic Recordò.    Fiscal Year 2018 

2 

OVERVIEW  

 

This manual has been established as a general guide for the inspectors (town staff or hired 

contractors) of Residential real estate property for the Town of Lexington.  We seek for the field 

data collection and office data entry into software for the Town of Lexington to be done reliably 

and consistently.  We want any potentially subjective observations that affect property value to 

become objective comparisons, resulting in sensible and reproducible assessment valuation work. 

 

One of the goals of this manual is to allow the general public to view the field data collectors and 

the Town of Lexington Assessing department overall as competent and professional.   

 

FIELD WORK  

 

Before leaving the office, field data collectors should: 

¶ Make sure the properties you will visit are clearly identified ï parcel ID, address, and 

ownership (best to bring a copy of the existing Property Record Card (PRC)). 

¶ Familiarize yourself with the reason for the visit ï building permit, cyclical inspection, 

abatement request, etc.   

¶ Make sure you have Town-sponsored ID badge, clothing, magnetic car door signs, etc 

¶ Bring your camera ï take front and rear photographs of the property improvement -- at 

slight angle (45-60% from front center of dwelling) -- whenever possible 

¶ Bring a clipboard, measuring tape, extra pencils, doorknob hangers, and business cards 

¶ You should have graph paper available in case you encounter unexpected construction 

and/or complex measurement situations 

¶ Bring along a copy of the Assessorôs Map/section for the area you are working 

¶ Dress appropriately for season, prepare for sudden bad weather 

 

All types of Field Work 

 

¶ Always wear your Town of Lexington Photo ID and carry business cards 

¶ Always check to see if someone is home by ringing the doorbell AND knocking before 

you begin inspection work.  Do not ñcupò your hands to look in through any windows. 

¶ Knock on the door and then stand back, away on the door/landing ï DO NOT stand 

directly at the door. Introduce yourself and briefly explain the reason for your visit.    

¶  Brief, pleasant conversations with homeowners is expected, but try to avoid controversial 

issues of value and taxation, and remain focused on the inspection task at hand.   

¶ If the homeowner refuses to allow you to inspect the property, do not argue. Say ñOKò, 

and leave the property.  Later, simply note ñrefused entryò on the property record card. 

¶ If no one is home and you want to inspect the interior -- DO NOT leave a note in the 

postal mailbox or where it may be visible from the street ï instead, leave a Lexington 

Town business card in the door jamb which identifies your reason for visiting. 
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INTERIOR  Inspections 

 

¶ Make note of all interior data, typically: 

o Age of dwelling and effective year/condition 

o Number of rooms, including number of bedrooms and baths 

o Age of Kitchen, related appliances and equipment 

o Building materials 

o Number, if any, of fireplaces 

o Attic access and finished area, number of windows 

o Basement access options, finished area (minimum of two (2) finished surfaces = 

finished basement) 

o Heating system and fuel type; electrical panel size 

 

¶ Measure dimensions of any substantial open areas ï cathedral or vaulted ceilings.  From 

exterior, these areas appear multi-storied and need to be calculated at only one story of 

finished space. 

¶ For estimate of grade/quality of construction, make note of the flooring in all rooms, type 

of trim, bath fixtures, quality and number of fixtures, type of kitchen cabinets, counters, 

interior doors and any extra features. 

¶ If the improvement is undergoing new construction or renovation, estimate the percentage 

(%) completion (based on the chart on page 5) 

 

 

EXTERIOR  Inspections 

 

Before you begin measuring, note: 

o Style of dwelling ï Cape Cod, Ranch, Colonial, etc. 

o Story height (exactly: 1.50, 1.75, etc) as best you can 

o Siding material and condition 

o Roof material and condition 

o Garage type ï attached, basement, detached 

 

¶ It may be helpful to sketch the dwelling prior to measuring and then add dimensions to 

sketch.  Use separate graph paper for larger dwellings if necessary.  Note story height on 

each segment of the sketched structure. 

¶ Measure all exterior walls and make sure these measurements ñsquare upò prior to your 

leaving the premises. 

¶ Measure all decks, porches, and outbuildings (larger than 100 sqft) 

¶ Be careful not to disturb landscaping around dwelling if at all possible 

¶ If under original construction or renovation, estimate % complete (see chart on page 5) 

¶ Make note of topography of land ï level, sloping, wetland %, etc. 

 

Make note of anything ñexternalò which might affect value in a positive or negative way such as 

water frontage/view, proximity to water, proximity to commercial property, highways, railroad 

tracks etc.  (Look at surrounding areas for any influences to the subject.) 
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Back at the office after inspection, field data collectors should: 

 

¶ Enter data into the computer as soon as possible while it is fresh in your mind 

¶ Enter date of inspection and inspection result ï interior or exterior inspection 

¶ Reconcile grade and condition based upon materials used in construction and 

maintenance performed on older homes 

¶ Review similar homes to ensure consistency of quality and condition rating throughout 

the community 

¶ Check gross living area for accuracy/reasonableness 

¶ Check building department records if necessary 

 

Grade Standards 

 

¶ Reference cost manuals (Marshall & Swift, RS Means, etc) 

¶ Architectural Designï a rectangular ñboxò with windows vs. numerous jogs and angles 

¶ Quality of Construction (functional, mass produced, specialized, or unique) **  

¶ Quality of Building Materials used, and craftmanship 

¶ Roof Pitch (Rise/Run) where a highly pitched roof offers greater utilization of the attic, 

better curb appeal, and assists with snow & rain removal) 

 

** Be sure to differentiate between GRADE (Quality of  Dwelling Construction) vs. 

CONDITION Maintenance Level (Depreciation of Improvement) 

 

CONDITION  

 

P ï Poor ï lack of adequate maintenance 

 

F ï Fair  ï in need of updating, not regularly maintained 

 

A ï Average ï having received normal physical maintenance since actual year of construction, 

but with no building permits noted on the property record card (PRC), and no easily recognizable 

updates which have not (yet?) been entered on the PRC 

 

G ï Good ï having received better than typical maintenance, some minor permits 

 

VG ï Very Good ï clear evidence of interior and/or exterior renovations or modernization 

 

E ï Excellent - significant interior and exterior renovations w/modernization of kitchen and 

bathrooms 

 

UP ï Upgraded Partial - extensive interior and exterior renovations/modernization, restoring 

property to its original condition or better, but little or no change in orginal GLA 

 

UE ï Upgraded Extensively ï Notable expansion of GLA, (complete ñgutò rehab, and/or 

building permits of greater than 10% of the value of improvement during last 10 years) 
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PERCENTAGE OF COMPLETION  of CONSTRUCTION 

 

 

 

DESCRIPTION     % OF TOTAL  CUMULATIVE  

 

FOUNDATION      5%                 5% 

 

DECK                 5%   10% 

 

FRAMED AND PLYWOOD     15%   25% 

  

ROOF ON                5%   30% 

 

WEATHER TIGHT DOORS AND WINDOWS             5%   35% 

 

EXTERIOR SIDING/BRICK WORK            10%   45% 

 

ROUGH PLUMBING AND HEATING               5%              50% 

 

WIRING AND INSULATION          5%              55% 

 

DRYWALL INSTALLED                 5%   60% 

 

TAPED AND SANDED                5%                                65% 

 

FINISH FLOORS/INTERIOR DOORS AND TRIM          10%   75% 

 

FINISH PLUMBING                 5%   80% 

 

FINISH HEATING                           5%   85% 

 

KITCHEN CABINETS AND APPLIANCES           5%              90% 

 

INTERIOR AND EXTERIOR PAINTING             5%              95% 

 

EXTERIOR WALKS AND STAIRS                         5%              100% 
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Once the data has been collected from the field, the information must be entered into the Vision 

Appraisal system.  The following describes the individual sections and what type of data should 

be input into each one.  Many of the fields will already be completed and should not be altered by 

the data collector without specific instructions from the Assessors.   

 

Please note the Town of Lexington does not utilize a Data Collection Form for field work at this 

time.  The Data Collector should use the existing property record card to note changes to the 

parcel.  Additional sheets and/or a sheet of graph paper should also be available for use during 

the course of the inspection if needed. 
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PARCEL IDENTIFIER 

  

 

    

                MAP          BLOCK LOT UNIT 

 

The M/B/L/U (Map, [Block], Lot, and Unit) system is the common way to structure the parcel 

reference.  This system identifies a specific Lot of land (and any sub-Units), and locates that Lot 

within a Block within a Map.  It is essential that these numbers be entered in a consistent and 

accurate fashion.  For the Data Collector, these numbers should already be printed on the 

property record card.  The Town of Lexington does not utilize the ñBlockò function within its 

Maps.  All parcel IDs will be in a Map/Lot/Unit format.  

 

 

PROPERTY LOCATION  

 

This is a free form field.  You should leave a space after street number.  The space tells the 

system that street number has ended and street name is beginning.  There are no pre-defined 

sections for street number, name, etc.  This field will already be filled in.  Special attention 

should be paid to street spelling and street type abbreviations.  They should be as uniform as 

possible so that they can be sorted correctly by the computer.   Vision software usually limits the 

street type to two letters.  For example, Street is ST, Avenue is AV, Road is RD.   

DATA ENTRY INTO THE VISION APPRAISA L SOFTWARE  

 

 

BUILDING NUMBER 

 

Because there can be more than one building on any one lot, it is necessary to number the 

buildings if there are more.  This building number is also referred to in the land line section.   

 

 

 

  

NUMBER OF CARDS 

 

The card number is also essential to the system's referencing functions.  Parcels with more than 

one structure that each have a central heating system will require one Vision record card to be 

associated with each structure by using a specific parcel ID number, i.e. card 1 of 2,  2 of 2, etc. 
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PIN NUMBER 

 

The PIN stands for Parcel Indentification Number.  The PIN number section allows the 

municipality to store a backup parcel number, or an actual PIN associated with a Geographic 

Information System.  Town of Lexington does not utilize the PIN number.  The Parcel ID 

number (PID) is used in the supplemental data section and is used as the link to the GIS shape 

file.    

 

CURRENT OWNER 

 

Current Owner's Name and Address 

 

This section is used to enter the current owner's name & address.  If it replaces a prior owner, 

which will move to the Owner History Section automatically.  This information is usually 

supplied by the municipality.  Changes to this section are only made by the Assessors.  It should 

not be altered by the Data Collector.  If you notice a discrepancy, bring it to your supervisorôs 

attention.  

 

SUPPLEMENTAL DATA 

 

These fields are user definable.  They are left open so that individual municipalities can tailor 

their use based on specific needs.  Your supervisor will explain what needs to be entered here.  

Examples of typical entries in this section would be account number, subdivision number, school 

district, etc.  

 

PROPERTY FACTORS 

 

TOPO UTILITIES STREET/RD LOCATION 

1        

2        

3        

4        

5        

6        

7        

8        

 

These sections are used to describe the site, and the site's location.  They are descriptive fields 

and do not affect the valuation of the property. 

 

Topography 

Information pertaining to the contour and/or the nature of the topographical features of land. 

 

Utilities 

Utilities available that service or have the potential to service the lot. 
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Street or Road 

Type of Betterments or Improvements associated with the street on which the property is located. 

 

Location 

Information highlighting the nature of a property's location and immediate neighborhood. 

 

 

RECORD OF OWNERSHIP - SALES DATA 

  

OWNER NAME Bk-Vol/Page Mo/Dy/Yr Q/U V/I  Sale Price VCd 

 

 

 

 

      

 

 

OWNER NAME 

 

Changes to this section are only made by the Assessors.  It should not be altered by the Data 

Collector.  If you notice a discrepancy, bring it to your supervisorôs attention.  

 

 

BOOK AND PAGE 

 

The book and page field is the reference or Deed number as registered in the county Registry of 

Deeds.  It is a free form field and therefore you must enter the number exactly as you want it to 

appear. Generally with a book and page number, enter the book number, then a slash, then the 

page number, i.e. 1234/6789.  Changes to this section are only made by the Assessors.  It should 

not be altered by the Data Collector.  If you notice a discrepancy, bring it to your supervisorôs 

attention.  

 

MONTH, DAY, AND YEAR               

 

This field refers to the month, day, and year in which the sale was recorded at the local Registry 

of Deeds.  Each field is two positions.  Changes to this section are only made by the Assessors.  

It should not be altered by the Data Collector.  If you notice a discrepancy, bring it to your 

supervisorôs attention.  

 

QUALIFIED/UNQUALIFIED 

 

This determines whether a sale is Qualified (Q), which means it is an arms length sale or 

Unqualified (U), which means that is it not a normal market sale and should not be used in 

analysis.  Changes to this section are only made by the Assessors.  It should not be altered by the 

Data Collector.  If you notice a discrepancy, bring it to your supervisorôs attention.  
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VACANT/IMPROVED 

 

This describes whether the sale was Vacant (V), or Improved (I) at the time of the sale.  Changes 

to this section are only made by the Assessors.  It should not be altered by the Data Collector.  If 

you notice a discrepancy, bring it to your supervisorôs attention.  

 

 

SALES PRICE 

 

This is the price the property sold for according to the recorded Deed.  If you see a recent sales 

price on a card, it is a good idea to ask the owner about the sale.  You should ask if it was a 

normal sale; did they know the party who sold them the house; did they go through a realtor; was 

there anything involved in the sale besides real estate; and finally was there anything unusual 

about the transaction.   

 

Anything gathered from these questions should be entered in the notes section.  These notes will 

help appraisers determine the validity  (Q/U) of the sale.  Changes to this section are only made 

by the Assessors.  It should not be altered by the Data Collector.  If you notice a discrepancy, 

bring it to your supervisorôs attention.  
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VALIDITY CODE (VCD) 

This code indicates whether the sale was determined to be Qualified (an arms-length/market 

value) or Unqualified. noting the transaction type.  Changes to this section are only made by the 

Assessors.  It should not be altered by the Data Collector.  If you notice a discrepancy, bring it to 

your supervisorôs attention. What follows are the Validity Codes and what each code represents.  

These codes can be customized and therefore are subject to change. 

 Qualified Sale Code 

00 - Verified sale by Deed or Assessors   

 Unqualified Sale Codes 

1A -  Family Sale 

1B -  Intra-Corporation Sale 

1C -  Sale included Personal Property, equipment and/or "goodwill" or 

Commercial or Industrial realty 

1D -  Substantial Physical Changes After the Assessment Date, Before Sale, as 

of FY17, can be substituted with ñOò. 

1E -  Sale by governmental body (U.S.-State-County-Local) 

1F -  Transfer of Convenience, e.g., correcting defects in a title, a transfer by a 

husband either through a third party or himself and his wife to create a 

tenancy by the entirety (T/E), etc. 

1G -  Sale of a portion of the assessed unit (Lot Splits, Multi Parcel, etc.) 

1H -  Court Settlement (Divorce, Estate, etc.) 

1I -  Bankruptcy Sale 

1J -  Sale of an undivided interest  

1K - Sale involved religious, educational, or tax-exempt organization 

1L -  Foreclosure or Repossession 

1M -    Sale where assessed value or property has been influenced by zoning 

change or other legal matters not reflected in current assessments 

1N -    Other; when a non-arms length sale does not fall into any other category, 

this code is used, accompanied by a written explanation. 

1O -  Sale of property with a substantial physical change after the sale.  An 

example is a house which has been remodeled after the sale. 

1P -  Sale of property with a change in use after the sale. 

1Q -  Sale or property which includes an assumed mortgage or trade of property 

 and cash for the property. 

1R -  If a parcel is sold more than once in the same year, the earlier sales are 

coded "R" and the last sale is used for analysis purposes. 

1S - Bank Sale of prior foreclosed property.  May be armôs length in special 

circumstances. As of FY17, can be substituted with an ñLò.  

1T -     Property sold to an abutter. 

1U -    Private sale not put on the market. 

1V -    Sale of multiple parcels. 

1W -   Sale affected by deed restrictions (e.g., 40B housing, resale restrictions, 

etc).   Changes to this section are only made by the ssessors.It hould not be 

altered by the Data Collector.  If you notice a discrepancy, bring it to your 

supervisorôs attention.  
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SIGNATURE 

 

    

THIS SIGNATURE ACKNOWLEDGES AN INTERIOR 

 

X                                                       INSPECTION ONLY 

 

 

This area of the Property Record Card is for the signature of the individual who witnessed the 

Data Collector's inspection of the property.  (Usually an owner, agent, or occupant). 

 

 

 

 

 

 

 

             

OUTBUILDING/EXTRA FEATURES 

 

Outbuilding / Extra Features Section 

 

BUILDING SUB-AREA SUMMARY SECTION 

Code Description L/B Units Unit Price Yr. Dpr. Rt. % Cnd 

  

 

 

 

      

 

Code 

This is a description of the item taken from the table.  Ex., a one story fireplace = FPL1, an 

average shed = SHD1.  Use the F6 key for a drop down menu listing your options.  The following 

is a list of some of the more common items.  

 

RESIDENTIAL OUTBUILDING CODES 

 

Description Code 

 

Description 

 

ART Art Studio w/ plumbing 

ART2 Art Studio w/o plumbing 

BLD Building w/ basement 

BTH1 Bath House / Cabana 

BTH2 Bath House / Cabana with plumbing 

CAB1 Cabin ï Minimal 
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CAB2 Cabin ï Minimal w/ plumbing 

FCP Carport 

FOP Screen House 

FPL Fireplace 

FPL1 Fireplace - 1 story chimney 

FPL2 Fireplace - 1.5 story chimney 

FPL3 Fireplace - 2 story chimney 

FPO Extra FPL Opening 

FLU1 Flue-Concrete Block 

FLU2 Brick 

FGR0 Garage - Poor 

FGR1 Garage - Average 

FGR2 Garage ï Good 

FGR3 Garage - Unfinished 

FGR4 Garage w/ loft - Average 

FGR5 Garage w/ loft - Good 

FGR6 Unfin / FGR - Average 

FGR7 Unfin / FGR - Good 

FGR8 Fin / FGR - Average 

FGR9 Fin / FGR - Good 

GRN1 Greenhouse - Residential 

GAZ1 Detached Gazebo 

IMP Implement Shed 

PAT1 Patio ï Average 

PAT2 Patio ï Good 

PAV1 Paving - Asphalt 

SPL1 Pool ï In ground concrete 

SPL2 Pool ï Vinyl/Plastic 

SPL3 Pool - Gunite   

SPL4 Pool ï Above ground - round 

SPL5 Pool ï Oval 

SPL6 Pool - Rectangular   

SNA Sauna 

SHD1 Shed Frame 

SHD2 Shed Frame w/lights, etc. 

SHD3 Shed Metal 

TEN Tennis Court 

WDK Wood deck 
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BRN1 Barn - 1.0 Story 

BRN2   1.0 Story w/Basement 

BRN3 1.0 Story w/Loft 

BRN4 1.0 Story w/Bsmnt & Loft 

BRN5   2.0 Story 

BRN6   2.0 Story w/Basement 

BRN7 Tobacco Barn 

BRN7 Pole Barn 

IMP Implement Shed 

LNT Lean To 

 

 

 

 

Description 

 

If the item is from the table, a description will be taken from the table.  You may also enter 

something in here if you want to price an item manually.   

 

Land/Building 

 

Here you enter either an Land (L) or Building (B) to signify whether the item is part of the Land 

(outbuilding ñOBò), such as a shed or part of the Building (extra feature ñXFò), such as a 

fireplace.  This defines how the item is depreciated.  There is no single L/B entry for Town of 

Lexington.  The OB and XF items are located in separate fields.   

 

Units 

 

Enter the number of items or the Units of measurement for each item, whichever is applicable. 

 

 

Unit Price        

 

If the code entered is from a table, the unit price does not need to be entered.  If the code is not 

from a table, a price needs to be entered.  Example, If you enter the word gazebo in the 

description field section, you need to enter a price for the gazebo or it won't generate a value. 

Note: the ñ.01ò is a default to signify that the code will come from a table.  Refer any non-priced 

items to the Assessors.  Do not provide pricing for any features without approval. 

  

Year 

 

Enter the four-digit year the outbuilding or extra feature was installed or built.  A building item 

such as a fireplace usually matches the structure's year built.  If the actual year built is 

unavailable, you may estimate (rounding to nearest 10 years) based on your knowledge and/or 

observations in the field.   
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Depreciation Rate 

 

Describes what percent (%) per year the item should be depreciated.  Outbuildings are normally 

entered as % because they have an overall  % condition assigned to them.  Extra features usually 

have 1.0% per year depreciation for residential items and 2.0% per year for commercial items. 

 

Percent % Condition 

 

Used to define the undepreciated position of an item.  For example, if a shed is a few years old, 

and is 20% depreciated, the item would read as 80%.  The percentages for most items will be 

based on your observations of their overall condition. 

 

 

INCOME SECTION 

(Please obtain and review separate Commercial & Industrial data collection manual.) 

 

BUILDING PERMIT RECORD 

Permit ID # Issue Date Type Description Amount Insp Date  % Cmp Date Cmp Comments 

    /     /   $  ,     ,    /     /        .    /     /  

    /     /   $  ,     ,    /     /        .    /     /  

Most of this information should be taken directly from the building permit. 

 

Permit ID # 

This is the number assigned by the building department.  It should be entered exactly as it 

appears.   

 

Issue Date 

The date the permit was issued by the building department. 

            

Type 

This item is usually table driven.  See your supervisor for a list of items. 

 

Description 

This information comes from the type table. 

 

Amount 

The amount listed on the building permit. 
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Inspection Date 

The day you inspected the property. 

 

% Complete 

The estimated amount of completion of the item.  Specific reference should be made to the 

percentage of work that was complete as of the January 1 assessment date.  For work that was not 

complete as of that date, the % complete table should be used.   

 

Date Complete 

The day the work was finished.  This may not be the day that you are inspecting the property.  

This can be important if the municipality has a cut off date for listing new building permit work. 

 

 

Comments 

Enter any remarks here, you can also put longer comments in the general notes section. 

 

 

 

 

 

VISIT HISTORY 

 

VISIT/CHANGE HISTORY 

Date I.D. Code 

/      /   

/      /   

 

Date 

Include the Month, Day, Year of the visit to the property or change to the Property Record Card. 

 

 

 

ID and Code 

The Data Collectors initials are used for the I.D. field.  The second two characters represent the 

result of the visit. The codes (following) to be used for this purpose can be found by using the F6 

key.  They indicate whether or not you completed an interior inspection, exterior only, etc. 

 

00 - Complete Inspection 

01 - Complete Inspection 

02 - Exterior Only 

03 - In Office Review 

04 - Drive By 

05 - Refused Entry 

 

 



Town of Lexington, MA Residential Data Collection Manual    

 

This document is considered a ñPublic Recordò.    Fiscal Year 2018 

17 

LAND LINE DATA AND VALUAT ION SECTION 

B# UsCd Description Zone D Frontage Depth No. of Units TP Unit Price 

1 

2 

 

 

         

 

The B# building number describes which building is on this particular lot. 

 

UsCD (Land Use Code) 

 

A 4-digit numeric code which is always required.  It is through this Code that Land Use classes 

are assigned.  This field must be filled.  Changes to this section are only made by the Assessors.  

It should not be altered by the Data Collector.  If you notice a discrepancy, bring it to your 

supervisorôs attention.  

 

Note: The 4-digit code is unique to the Vision Software, but it follows the guidelines for the 3-

digit Land Use Code per Massachusetts Dept. of Revenue. 
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RESIDENTIAL LAND USE CODES  

 

The most common Residential Land Use Codes used in Town of Lexington are as follows: 

 

USE CODE DESCRIPTION CRITERIA 

 

1010 Single Family Residence Any lot improved with a single family 

residence.  This usually will feature one 

(and only one) kitchen area. 

1020 Condo A residential condo dwelling. 

1040 Two Family Dwelling must contain two (2) separate 

living units. 

1050 Three Family Dwelling must contain three (3) separate 

living units. 

1060 Accessory Land Typically a vacant lot of land with a non-

living unit improvement, such as garage, 

shed, swimming pool/cabana, etc. 

1090 Multi Houses More than one residential structure on a 

lot.  You will need at least two (2) 

property record cards for this parcel. 

1110 Apartment, 4-8 unit 4-8 separate living units.  Put rental 

income in notes, if possible. 

1120 Apartment, Over 8 units Give property record card to the Assessors 

for commercial data entry. 

1210 Boarding House Give property record card to the Assessors 

for commercial data entry. 

1300 Residential Land- 

Developable 

Lot meets minimum zoning criteria and 

can be physically developed. 

1310 Residential Vacant Land- 

Potentially Developable 

Land may have some potential, but it has 

not yet, and may never be developed. 

1320 Residential Land - Not 

Developable 

Lot does not meet basic building zone 

requirements, is deed restricted or physical 

aspects deem it not developable. 

 

 

 

 

Zoning 

The code that is utilized is based on the local Zoning Ordinance.  Changes to this section are only 

made by the Assessors.  It should not be altered by the Data Collector.  If you notice a 

discrepancy, bring it to your supervisorôs attention.  

 

DST (District) 

Describes what taxation district the property resides in.  Not used.   
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Frontage and Depth 

The Frontage and Depth fields are not currently used.   

 

No. of Units 

This entry represents the lot size and is the basis upon which value is generally calculated.  The 

field has two positions to the right of the decimal point if fractional units are necessary. 

 

Type (Of Units) 

The appropriate Unit Type must always be entered with the number of Land Units.  The Unit 

Type identifies if it is measured in Acreage (AC) or Square Footage (SF).. 

 

Unit Price 

This price is table driven. 

 

 

LAND LINE DATA AND VALUATION SECTION - cont. 

I.Fctr SI Condition Neighborhood Adjust Spcl Lnd Pricing 

      

      

 

I. FCTR (Influence Factor) 

This area is usually table driven coming from the site index.  A 1.00 is used as a default.   

 

S.I. (Site Index) 

 

The site index can be used to rate streets based on location.  The site index is a one-digit code.  It 

must always be filled.  The codes range from 0 to 9, with code 5 usually considered average.  

Percentage values for each code number are assigned to the tables depending upon the 

requirements of the community.  A 5 is usually used as a default.  Changes to this section are 

only made by the Assessors.  It should not be altered by the Data Collector.  If you notice a 

discrepancy, bring it to your supervisorôs attention.  

 

A sample site index table: 

 

 

 

Sample % Factor 

  

Code 

 

 Manual calculation  0  

 45%  1  

 75%  4   

 100%  5  

 125%  6  

 150%  7  

 180%  8  

 200%  9  
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CND (Condition Factor) 

 

This factor must always be entered.  The condition factor provides the assessor/appraiser with the 

ability to adjust the land value in such a way that unique land characteristics of a property that 

affect its value, in a positive or negative manner, can be accounted for.  The condition factor is 

parcel specific rather that neighborhood specific.  (Ex. topography, etc.)  1.00 can be used as a 

default.  Any condition factor MUST also have a brief rationale or explanation. 

 

Any adjustments are multiplied by the unit price.  Therefore an adjustment greater than 1 

increases the unit price and an adjustment less than 1 decreases the unit price. 

 

Neighborhood 

 

This field is for coding of major and sub-neighborhoods within a community.  It can take the 

place of the Site Index or be used in conjunction with the site index.  Up to four alpha-numeric 

characters can be entered.  Values can then be table driven. 

 

Adj. (Neighborhood Adjustment) 

 

This field is normally used to reflect any positive or negative factors attributable to 

neighborhoods or sub-neighborhoods within a community.  An adjustment of one (1.00) equals 

no value change.  Adjustments higher and lower than 1 signify a change to the land value.  These 

adjustments come from a table. 

 

Notes - Adj  Spcl Lnd Pricing 

 

This field is optional.  Coding in this field can be alpha or numeric or a combination of both.  

Only one line of  Notes per Land Line is accepted by the system.  It is most commonly used for 

notes.  It can also be used for special land pricing which is done by the Assessors. 

 

CONSTRUCTION DETAIL 

 

Many of these items can simply be checked off or the codes can be entered in the spaces 

provided.  The preprogrammed codes can be found by pressing the F6 key.  

 

 

IMPROVEMENT CODES 

 

This is one of the most important fields on the entire form as it identifies the USE, and in the 

case of Residential Properties, the Style of the improvements on the land.  The preprogrammed 

codes can be found by pressing the F6 key.  See appendix A for sample styles. 
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TYPICAL DWELLING STYLES (along with corresponding codes) 

 

Style Design and Description: 

 

Photograph showing typical features: 

01         RANCH 

A one-story dwelling, most often with a full 

basement.  Simple design, high functionality 

and good general utility, with easy access for 

maintenance work. Car garages are built in or 

attached, sometimes as carports.  Limited 

fenestration is typical. 

 

 

 

02 SPLIT ENTRY/RAISED R ANCH  

 

The Split Entry often has notable front-facing 

fenestration on the lower level, with open air 

(split-flight stairway) between the two levels 

commonly found just inside the front entrance.  

The kitchen of a Split Entry design is located 

on the second floor.  The lower level is usually 

partially finished and often heated.  Garage 

space is commonly built into the lower level. 

 

 

 

The kitchen in a Raised Ranch design is found 

on the ground floor (built on concrete slab). 

There is usually one single-flight staircase 

found inside the front entrance.  

The first/lower level is commonly mostly 

finished except for the mechanicals area.  
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Style Design and Description: 

 

Photograph showing typical features: 

03 CONVENTIONAL ï SMALL  

 

Often with Colonial style architectural roots, 

from 1800 to the early 1900ôs, these highly 

stylized, ornate and often oversized dwellings.  

Occasionally found with a rambling expansion 

of added-on wings or rooms.  Varied number 

of living levels: 1, 1.5, or 2 full.  The GLA of 

this style is less than 2,700 sqft in size.  

(Larger dwellings that have similar 

characteristics will be found under the 

Conventional--LARGE category, # 63.) 

 

 

 

 
 

04 CAPE COD/GAMBREL  

  

The Cape Cod style often features a well 

pitched roof with ñdormerò windows on the 

second level, but never a full second level.  The 

Gambrel  (shown in photo) has a roofline 

which  displays two angles of roof tiles. The 

expanded upper story of the Gambrel design 

offers greater use-able sqft on the second level 

than the basic triangle (Cape Cod) shaped 

second level (even with dormers) offers.   

 
 

 
 

05 BUNGALOW   

 

This floor plan was geared towards smaller lots 

of land; built for maximum utility, most prior 

to WWII. This design offers one primary story, 

with a permanent stairway up to a small, varied 

ceiling 2nd floor. Rooflines vary, often built to 

overhang a front porch. Often constructed with 

a restangle footprint, narrow across the front, 

and deeper from front to back. 
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Style Design and Description: 

 

Photograph showing typical features: 

07 CONTEMPORAR Y DESIGN 

(PLATFORM/CALIFORNIA  RANCHES) 

 

Often characterized by large windows, open 

room floor plans, multiple low-angled ñshed-

waterò roof lines, and occasionally with 

diagonal barnboard wood exteriors.  Most 

Contemporary Ranches were constructed in the 

1950s, 60s, & 70s.  One-story, two-stories, or 

split-level, often in some combination.   

 

 

 

08          CONTEMPORARY COLONIA L 

 

Since the 1980ôs, the old-style straight Colonial 

design aspects have been expanded by 

architects and builders. The Contemporary 

Colonial offers a more interesting, modern look 

by employing more corners, more angles and 

bump-outs, and (particularly!) roof cuts and 

dormers. Staple features include a large 

room/master bedroom built over garage, a 

sizable portico or farmerôs porch, and many 

windows. 

   

   
 

 

 

 

09 2-3 FAMILY DWELLING /SMALL 

  

A residential structure containing 2 or 3  legal 

dwelling units, most commonly with separate 

access points, mechanical systems, and 

utilities.  Usually has less than 2,500 sqft of 

heated living area above grade.  The number of 

units does not include an "in-law" or an 

accessory apartment.  Larger, but otherwise 

similar structures may be found in Style # 37. 
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Style Design and Description: 

 

Photograph showing typical features: 

10 TRAD /GARRISON COLONI AL  

 

Traditional design built from the 1700's up 

through the 1980ôs.  Generally 2 stories high; 

often built with a 3-5 steps up to center 

entrance, often with equally numbered and 

sized windows on either side.  Many Colonial 

structures employ the Garrison design, with the 

2nd floor overhanging the first floor in front 

and/or rear) to offer larger area and more 

bedrooms on the second level.   

 
 

10 DUTCH COLONIAL  

 

Colonial with a ñbell-shapedò upper floor to 

maximize the sqft in the second floor.  Similar 

to the Cape Cod Gambrel design, but features a 

clearly greater amount of ñsidingò on the upper 

level than roof tiling ï usually the dormer 

windows are connected by siding.  The goal of 

this design is its great top-level space 

ulitization.  Dutch Colonials are often more 

costly to construct than the Gambrel, and 

commonly include more and larger windows 

and higher grade features. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

20      ESTATE / MANSION  / LARGE   

 

Regardless of lot size, these extremely large 

and well-appointed structures maximize the 

set-backs allowances of local building codes, 

and are increasingly common to suburban 

Boston.  The GLA of this style is almost 

always more than 5,000 sqft. The exterior and 

interior of these dwellings display the highest 

quality materials, workmanship, and elaborate 

ornamentation. 

 

 



Town of Lexington, MA Residential Data Collection Manual    

 

This document is considered a ñPublic Recordò.    Fiscal Year 2018 

25 

  

Style Design and Description: Photograph showing typical features: 

 

36         MULTI -LEVEL SPLIT ENTRY  

 

Generally built after 1950ôs.  Heated living 

area is found on three (3) or more living area 

levels (with some living space commonly 

[partially] below exterior land grade), often 

utilized on lots with sloping or uneven terrain.  

Levels may be split from front/rear or side/side, 

or in other combinations. 

 
 

 

37   2-3 FAMILY DWELLING -- LARGE  

 

A larger residential structure containing 2 or 3  

legal dwelling units, most commonly with 

separate access points, mechanical systems, 

and utilities.  The LARGE usually has more 

than 2,500 sqft of heated living area above 

grade.  The number of units does not include 

an "in-law" or an accessory apartment. Smaller, 

but otherwise similar structures may be found 

in Style 9. 

 

 
 

 

 

 

 

 

 

 

 

63 CONVENTIONAL -- LARGE  

 

Often with Colonial style architectural roots, 

from 1800 to the early 1900ôs, these highly 

stylized, ornate and often oversized dwellings.  

The smallest GLA of this style is usually more 

than 2,700 sqft, although the largest is usually 

less than 5,000 sqft. These properties often 

featured a detached garage or barn, which have 

increasingly been integrated with the main 

house, sometimes with living space on the 

second level.   
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Residential Construction Grade 

 

CONSTRUCTION QUALITY GRADING GUIDELINES  

 

 
¶ Dwellings are split among six (6) PRIMARY  Grades of construction quality:  

from L as the ñbestò down A, B, C, D, and on to E as the ñworstò 

 

¶ Minor /secondary grade notations of ñ+ò or ñ-ñ (as in: C+ or C-)  reflect small 

differences away from the PRIMARY grades. 

 

¶ The grade ñCò is applied to structures that are the ñmiddle or average groupò of 

Lexington construction ñqualityò among each construction ñstyleò. 

 

¶ In this manual, we have supplied four (4) examples of C-grades.   In comparison, 

other properties may be considered as: a) better, b) worse, or c) about the same as 

the structures shown in this manual. 

 

¶ Examples of the PRIMARY six (6) Grades, with photographs, are presented here to 

allow the Assessing Department to have examples available for their work, and for 

any inquiring taxpayers to know how to compare dwelling structures. 

 

To adequately reflect the wide variety of construction quality in Lexington, there are fourteen 

(14) quality grade levels among the PRIMARY and the secondary grade notations in the 

computer Aided Mass Appraisal (CAMA) software.  In the software, these grades of construction 

serve as factors or multipliers, which are applied to the basic quality index.  This index is derived 

from the intrinsic cost of the structural components.  Grading levels are is based primarily on 

exterior components visible from the street, however the grades may be influenced, to some 

extent, by knowledge of the quality and quantity of interior components. 
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GRADE DESCRIPTIONS 

 
 

Minimal Quality 

 

Grade E  

 

Elements of design, materials and workmanship are poor or of low quality.  Roof line 

is low, foundation is limited, often with utilizing a ñcrawl spaceò basement to access 

mechanicals.  Interior and exterior features are plain, inexpensive, with little or no 

attention given to detail or commonality.  The fenestration is of varying size and 

quality, and sometimes positioned haphazardly. Site improvements are rare.  Design 

concerned with satisfying minimal functional requirements, with little attention given 

to aesthetic appearances. 
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Below Average Quality 

 

Grade D  

 

Buildings are typically of 1950-1970ôs construction using average quality for that era 

but below average for current standards. These buildings are frequently found in the 

community today and are often a candidate for teardown and replacement with a larger 

modernized home. Typically these buildings do not meet the current building standards 

due to insufficient insulation, lower ceilings, lack of thermopane windows, inefficient 

heating/cooling systems, minimal electrical/TV/computer wiring, etc.  The quality of 

materials and workmanship is acceptable, but does not reflect custom craftsmanship.  

 

Usually there are ample stock cabinets, solid doors, standard hardware, plumbing, and 

some front facade ornamentation.  The interior surfaces is usually plaster, with 

hardwood floors, solid paneled doors, adequate electrical service, some functional 

built-ins, standard grade heating, plumbing, lighting fixtures, and an adequate master 

bedroom/bathroom. 

 

 
 

 



Town of Lexington, MA Residential Data Collection Manual    

 

This document is considered a ñPublic Recordò.    Fiscal Year 2018 

29 

Average Quality 

 

Grade C  

 

The construction quality of homes in this grouping will define the AVERAGE quality 

home within the community.   

 

Often these structured have been mass produced based on a standard style, meeting 

minimum building code requirements.  The quality of materials is acceptable, with 

components of the dwelling reflecting average craftsmanship.  Average quality heating, 

plumbing, and lighting fixtures.   

 

The interior will usually contain stock components of average quality, including 

cabinets, doors, hardware and plumbing. Fenestration is of average quality, but is 

consistent in size and appearance. The front facade ornamentation will usually be of 

stock quality, with various additional features, but none with high workmanship.  

 

(Please view four (4) examples, of varying styles belowé) 
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Example # 1: Ranch 

 

 
 

Example # 2 Contemporary 

 

 
 

 

 


